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How to Enroll a Student

O Enroll
is where all student demographic data is input and updated. This

information includes - name, student id, SSID, gender, phone numbers, addresses,
ethnicity, race, birth date, track, enrollment dates, exit dates, teacher/advisor, grade, and
contacts. Itis important to remember that this information must be accurate at all times.

© Enroll
Click on located on the following screen:

5is2000+ home

Pr ey 580 of Multiph St

Wittubrwem

Effoctive 10/ 1872013

special Frograms

Find/Add Student
Mant Harmon e High 2014
© Enroll Student
Enroll New Student P sosurs 1w stialent does ool 4lieady exin Enroll inslms Student
Legsi First Name Legal Middie Name Legal Last Mame Stuaent 1D
Birthdate SS1I0
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& Enroll
This screen will appear each time you select . It allows the user to find a

current student, determine whether a student record exists in the district database prior to
adding a student, re-enroll a prior student, or add a new student. It has sophisticated
searching options and built-in features that prevent entering duplicate and ineligible
students or inadvertently modifying data on the wrong student.

Search Options:

1. Based on last, first name, and birthdate - full or partial characters can be used.
2. Based on Student ID - the entire number must match for a student to be located.
3. Based on SSID - the entire number must match for a student to be located.

This search is referred to as the Enroll Student Search and does a district wide search each
time.

© Enroll Student

Enroll New Student  Please srsure the student dows nat érmady exist Enroll Existing Student

Lol First Nams v Mickdie Name Lagal Last Name Studant ID

& Likely Matches
No students found.
& Other Possible Matches
Bru Oun @
——— <D Select the Student Card
[t 25 Tan 200 ) or Enroll New Student

—>

The search gives the user possible matches based on the information that has been entered
and allows the user to determine if it is the same student or a new student.

Bru Oun
Grade: 8
Gender: M
Birthdate: 25 Jan 2000

If it is the correct, student you select the student card

If it is not, then you select the
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1.

The Enrollment screen will appear with the name and birthdate populated based on
what you have typed or selected. All information for a student is now located on a
single screen that has been broken into sections based on the information being

collected and entered.

& Student Information section 1

Legal First Name Legal Middle Name Legal Last Mame

Br x | Ou
'|:| Sacity Breferred Mames BraTefreéd fiame now allows you to track a different first, middle
and/or last narﬂgstﬁggpnghat is on the Birth certificate

Birthdate Gender

01/25/2001 | | «Choose» [W]| | «Chooses v
Age: 12
Birth Place Birth Doc#

Home Language
« Choose a Ianguagﬂ

LEP Student Language

« Choose a Ianguagﬂ

Citizenship

« Choose » ﬂ

Required Documents Verified: [] Birth Certificate [ | ShotRecords [ | Proof of Vision Screening

[] utsh School System

The system now allows you to track
required documents that have been
collected.

This is now were you enter that you
have collected Proof of Vision
Screening for Kindergarten.

This is also where you can mark if a

student has attended another school in
Utah, in order to help determine their

A Address Information section 2

Residential [] Mailing (if different from Residential)
Streat

Street 2

City State Zip Code

utT  [v]
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. Communication Secten 3

e T St Lo

« Chooseatype » VE

£8 Student Enroliment section 4

An email address must be input in this tab in
order for the teacher or administration to
access the capability to email students from
GradeBook. This field is for “Student
email” only. Please enter “Parent” emails
through the “Contacts” screen.

% wWars you wil sarol the afudent = your cument track,

"3 Soexd Corpmecs Sl Oredwooe Duw | Maews Trcmct ot comwet gace wvw
M|
M District Information Ss<tion 5
Cara of Renserse o200 of Reacerse 3zree o' Doce QCO Case Tauctert Tutus
Carbon v Mot Harmen Jr. High v| | MontHamon JLHN oo, v Ut Breldens v/
v RacelEthnicity Secbon o
Ethnicity
15 e stugen HISpaNK oF L3ono? () Yas (INo
Race
Selact all that appty. You must select 3t l=ast one race below
L Amaccen ogen w Aese Mates | | A | Rmck w Avaan Aracuas R S N
|77 Dmtaerewes oy Caserver

Adding Student Enrollment - Section 4
1. Click on Acdd Enreliment | The following screen will appear
information.

2. Click I
Add Enrollment

Track
| Helper Jr. High

This screen will appear with default
Grade . .
information based on the school you
logged into, today's date, status, and
: : enrollment code. These can be
Effactive Date changed by selecting from the drop
down menus.

10/18/2013
Choose the appropriate grade level.
Status
A: Active Click "OK" when done.
Entry Gode

E1-1st time enrolled this year

cace

. Select the appropriate
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£ Student Enroliment

Add Enrollment
Current Year: 2013-2014 Grade: 7

Track Status Entry Code Entry Date Exit Code Exit Date Primary
Helper Jr. High A E1-1st time enrolled this year 10/18/2013 05/22/2014 CW » X
Graduation Year  High School Completion Status Graduation Date D Retain Student at curent grade level
2020 « Choose »

& Groups secven 7

You can add students to eusting groups. If & predefned group hes

A %0 DU Deen auated based on Last namas of Grade Lavels the studant wil

stomacaly be placed 1 that graug

4+ Health sectens

O Ada Concern YOou Can aaw add RSN CONCAME 3K IMmamZatons fom this SCresr

Immunizaton Doses 1 2 3 4 s Complete Forecast Exempt
OTROTROT Tomaap o

Taap or Td Boostar

Hepamtis §

Vancea

Hepatiis A

O AYd Immunization ] Condticral Admission
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& Legal Bindings Section 9

A0d | ega Binging

& Transporiat Sechon 10

« Choose a route v + Chooos a route » vi

T

Cick Save when done % Save »

After entering information you must click .

If all the required information has not been entered, you will receive a message that will
inform you of what is missing or incorrect.

& Gender is required.
Restricted Info is required.
A Home Language is required.
Residential street address is required.
Residential city is required.
Residential zip code is required.
The student phone number is required.
The student phone type is required.
GEOCuode is required.
Hispanic or Latino is required.
At least one race is required.
A current status is required to enroll a student

& Student Information

e
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[f all the information is correctly entered, the student will be saved and you will see the
following student lens:

sty crogted

Ok on "Enrol Anothers Student™ 10 go back 10
enroling new or existing students,

Tommy Jones 15678 Chckk on “Edit Enrodmaent” to access and update %

all sectons of the Enroll Student Screen

& Student ita Envoliment 100 Iranpoctatiof Notes & Legal Bind

Behavior

Legal Name ~ =
Address Special Programs
Tommy Jones 1245 main
s SLCUT 80444 At st Am v i iation
Bonn: 11471996 (ape: 17) Fhans Nomber:
Gande: Male 555} 555 3555
Ciick on "Mome" to add the student to
any Specal Programs that you have
perTIS t mple
l’v'\l,ﬁll'.h o ) w2 tioe Mt Lo Fean Visl) rmiings ¢ Econarmical y Dsadvantage or iE9

chek on "Contacts® to &

ar al contact mfomaton for
No Custodliel Confcts  this student

This wit take you to the Update Student
Contact Iformation screen

Adding Contacts

] Contacts
1. Click on
4 Edit Contacts K~ Bl + 0 s v Pagew Safetyv Took~ @+
5 T i
% SIS Applications Reports Help gtz M-
Update Student Contact Information for Student New (chanas)
Students | Student >

0: 32330

21123 Go Home
Contacts Somewhere UT B4075

Hue 15 for C

Associate Additional Contacts J | | and Non.-custodat
Emergency Contacts Autherized So¢ 3¢h0od 10 rvloase Stdenl 10 it AN etneIgency -

. Starrwd smerguncy scmacts will be called Sefors those not starred
R L R L e a——————

would suthorize to

contact n an

2. A web application will appear with the student information populated.
3. This Grid shows the relationships between Students and Contacts
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e Information about the relationship is shown at the intersection between the
student and the contact

e Ifthere is no relationship, the intersection is grayed out
4. Students are listed in Green
5. Parent Contacts are listed in Blue

e Click on the green circle -

Associate Additional Contacts - O

e Search for a Contact -

= Search for a Contact
test

= Cancel | Create new main contact| | Search =

e Use a Contact that is “listed” or “Create a new contact” -

=Contacts

test 1est (testtesn) testtest
c43404@erample com asat

§83 E 1420 S#135789 autTesnm
Spanish Forx, UT 84660 (801) 555-1212

(801) 798-2063

s Cancal | Creats a now contact | Search Again

Search

e If creating a new contact, complete the following screen. The “Relationship
To” must be completed.

Contact mtormaation

Fust Name

p To Test
Last Name
E'mad Adovess Custoaal Cantact W Roatraening Ordel
PR s, S e el Al st Relatenship

“* Raluase Sudent
'Main Maing Cantact
o Abow VIaD ACCess

<Linawt >

Harme Aditreen

MABNG AGHIrOEE {1 dehesssst Swen Hisme Advbiess
Street 1 123 by the way

Syeett
Dtrewt 7 Shwel 2
=f nowheare City
Slatw ur Slte
P 84075 P

= IMexte Mo n =
Main PRoow:  (000) 0OD-0000
Nain phone nurrtes Uies o commuvioms (o e horw sbout the Wudest
Though =ed rmaurmd arrieiing @ —ar ahene mamdime 0 Algely e e d

Other Numbors Type

Adq Freor Mumpes
Pusiic Law (FL) 874

= Caocul | Save =
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6. Emergency Contacts are listed in gl
e Click on the green circle -

Add Emergency Contact =.@

e C(Create contact -

— Emergency Contact Information

Hame: Is an Emergency Contact For:
— Phone Numbers 7 =[] student Test

Frimary: (000} 000-0000 ‘

Alternate: (000) 000-0000

1 1
1 " . 1
1 9 Stamed e ency contacts will be called before those not stared.
: i ; « Cancel | Create »
1 1

I=“:"xuthmiz&l:l for school to release student to at any time.
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